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RECRUITMENT-APPLICANT

Overview

THE APPLICANT ACTIVITY PAGES AND APPLICANT HIRE

Use the Applicant Activity pages to monitor and track all applicants and to Hire an
Applicant to a position.

In this Section:
1. An overview of the pages and fields for Applicant Activity and Applicant Hire
2. Actions include:
a) Linking an Applicant record to a Requisition record
b) Routing - entering the ID and Date to whom the resume was sent
c) Entering Interview information in Routing
d) Entering Interview Schedule Data
e) Entering Offer Data
f) Review and enter the required fields for a successful applicant
g) Generate an Offer letter for the successful applicant
h) Generate a Salary Offer Worksheet
i) Generate a Job Requisition/Hire Request
j) Generate the Selection Log
3. Complete the Applicant Hire

Note:
In the following pages the “Field Type” codes refer to the following descriptions:

Type | Description

CB Check Box

LU Look up
VL Value List
DT Date
LINK | Link
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RECRUITMENT-APPLICANT

The LBNL Recruitment Team

Complete Applicant and Applicant Activity data are the most important information
sets in the recruitment module. This data is critical to the processing of records and
to institutional reporting. The Recruitment Team is available to assist Hiring
Mangers and HR Center staff. The Team contacts are listed below.

Recruiter Name Ext |Email Level 1

Lori Fong 7509 |[LGFong@lbl.gov Recruitment Manager

Amy Pagsolingan 5277 |AVPagsolingan@lbl.gov AL
EE

EG
EH
ES

Elizabeth Terrazas | 2828 |EMTerrazas@Ibl.gov GN
PB

Sheril Miura 5327 |SKMiura@lbl.gov AF
CH

LD
MS
NS
PH

Steven Johnson 2902 |SJohnson@lbl.gov AD
CF
FA
HR
OoP
NE

Tristan Hidalgo 2511 |TVHidalgo@lIbl.gov CR
CS
IC
LS
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RECRUITMENT-APPLICANT

Add or Update Applicant Activity

Use this procedure to open an existing Applicant record to update or add the
Applicant activity.

Important: Before Adding an Applicant Activity record — Always Search for duplicate
records!

Send email to HRIS@Ibl.gov for correction of duplicate applicants.

Search: Use the Applicant Activity / Find an Existing Value page to search for
duplicate applicants.

Roadmap

| Develop Workforce >Recruit Workforce(GBL) >Use >Applicant Activity

Search Procedure

1. Select Use>Applicant Activity
The Find an Existing Value page will display

2. Enter a partial name in the Name field and click Search.

3. Select an Applicant. The Applicant Activity-Requisitions page displays.

a. If an Applicant ID row and an Employee ID row are returned for the
person, use the Employee ID.

b. If multiple lines are returned for a single Applicant ID, use the applicant
line with the most recent Application Date.

C. If two different Applicant ID’s exist for an individual, use the Applicant ID

with the most recent Application Date and send an email to HRIS@Ibl.gov
with duplicate ID number and name.

d. If the individual is an employee and no Empl ID is found, you must add
applicant data using the Empl ID number.

The Applicant Activity-Requisitions page displays.

Note: Some employees will have both an A number and an employee
number. This cannot be avoided.

4. Update or add Applicant Activity for linking, routing, interview and offer as defined
on the following pages.

5. When data update is complete, click Save to save your changes.
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RECRUITMENT-APPLICANT

Applicant Activity-Requisitions

Develop Workforce >Recruit Workforce(GBL) >Use >Applicant Activity|

The Recruitment Team will identify Job Seekers who are minimally qualified for a
position, these Job Seekers will be considered to be Applicants. Their applicant
record is attached to the appropriate Requisition and their resume is routed to the
Originator of the Requisition.

The attachment or “linking” of an Applicant to a Requisition is done via the Applicant
Activity-Requisitions page or the Applicant Data-Application Requisition page.
Routing data of the resume is done via the Applicant Activity-Routings page.

Haore = Develop Workforce = RecruitWorkforce (GBL) = Use = Applicant Activity

Requisitions

PE VYIrE oy

el

Routings

o W @

Interview Schedules |nterview Results

Ofrers Expenses

Redquisition Applied For

Testguy John Q
Status Code:

ASEAZO

01 0-Active
10/02/2002

Eppicant Information Summary ik

Application Status History

Job Req #: Requisition Status: 050-Route

Status Date: [Fomsizonz (Gl Letter: [ A Letter Dt:
“Disposttion: [G50-maute =
Reason: =
Contract Number: | =y
Jom Req# Q14718 Reausiion Status: | 920751 ==
Status Date: [Tomz2002 () Letter: | Q] Letter Dt:
*Disposition: [oz0-Appiied =1
=y
B Manet tab ) (5 Retrash )
Req Field Name Type | Description
Applicant Information | LINK | NOT USED
Summary
Applicant Status LINK | NOT USED
History
* Job Requisition VL ADD-Select from the value list
Number LINK | UPDATE-NOT USED
Referral Source LINK | NOT USED
Disposition Status DT ADD-Defaults to current date
Date UPDATE-Auto-fills. Date of Hire, Refusal,
Rejection, etc.
Letter Code LU Leave blank
Letter Dt DT Leave blank
Disposition VL ADD-Leave blank, this will auto-fill with 020-
Applied when you link
Update-Select from value list
Disposition Reason VL ADD-Leave blank. Auto-fills
UPDATE- If applicant not selected for job, enter
Rejected Reason
Contract Number LU Leave blank - NOT USED

Note: If an applicant is no longer available or interested in the position, enter “withdrawn”. This is an
action initiated by the applicant not Berkeley Lab.
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RECRUITMENT-APPLICANT

Applicant Activity-Routings

Develop Workforce >Recruit Workforce(GBL) >Use >Applicant Activity|

The Recruitment Team will use the Applicant Activity-Routings page to record who
and when an applicant’s resume, work samples or application are sent to another
person for review.

Horne = Develop Yotkioree = Recruit workforee (GBL) = Use = Applicant Activity Tl Wind ome

D W oM

Reguisitions Routings Interview Schedules  Intervdew Resulls Oifers Expenses

Routings

Testguy John Q ABEZ20
Status Code: 010-Active
Application Date; 10i022002 Application Status History

Job Requisitions i All First (0 10f2 D Last
Job Req#: 092000 Requisition Status:  020-Appl

Position: Business Unit: STDBEY Busn.Unit

Job Code: 2601 CSE 1 Department; EE EET

*Houte Date *Route ID Hame Due Date *Hesponse Response Date

[1oi0rz002 [5z0501 Q) ggz:rga”-m‘s" [ronazond E [o10-Routed =] [ronarzoo: [+10=]

B save] (CLRetumn to Search | | &) Frevious tab | (58 Next tab | [ Refresh |

Req | Field Name Type Description
Applicant Information LINK | NOT USED
Summary
Applicant Status LINK | NOT USED
History
Job Req # LINK | NOT USED
** | Route Date DT | ADD-Date Resume was forwarded to Hiring
Supervisor
** | Route ID LU Hiring Supervisor (Requisition Originator)
Employee ID
Due Date DT Leave Blank
Response VL ADD-Defaults to 010-Routed
UPDATE-Insert a new row to set up the
applicant record for interview, use “020-
Intvw” in order to enter an interview date*, or
enter “110-Reject’.
Response Date DT ADD-same as Route Date
UPDATE-Enter date of response

**Required for Selection Log for all applicants interviewed.

* Interview row must be set up here in order to enter the “date of interview” in the “Schedule
Interview” page. Schedule Interview is located under Use >Schedule Interview.
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RECRUITMENT-APPLICANT

Applicant Activity-Interview Schedules and Interview Results Pages

The Applicant Activity-Interview Schedules page displays interview schedule
information for interviews that have been scheduled for the Applicant. Scheduling of
interviews is done via the Schedule Interviews page, discussed later in this section.

The Applicant Activity Interview Results page is NOT USED.
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RECRUITMENT-APPLICANT

Schedule Interviews

Send the dates for completed interviews to the Recruitment Team for data entry.

Important Note: A row for “Interview” must be set up in the Applicant Activity-
Routing must be set to “020-Intvw” before an interview date can be entered.

Roadmap

| Develop Workforce >Recruit Workforce(GBL) >Use >Schedule Interviews

Horme = Develop Waorkforce = Recruit Workfarce (GBEL) = Use = Schedule Interviews

082000 =

Joh Req #
Status: 050-Raute Date Openeg:  08/01/2002
Position: DeptiD: eE EET
Business Unit: LBML Business Unit Job Code: 2601 CEEA1
Applicants First (4] 1 o 1 [M] Last
=]
Applicant ID: [A88920 Ql Status:
Name: TestyuyJohn & Application Date: 10/02/2002
Intenview Schedule First (4] 10f 1 [ Last
[IMeNABWET |\ oriewer Interview Date  Nerew Start Inferview End | oo, Comments Availability
D Time Time
920501 ety | [| I I Comments Availability [+ [=]

Guerraro

Pl Wit

Irterviesneer Comments link Interviesner Syvailability link

Blsave) [(QRetunto Search

Req | Field Name Type | Description
Job Req # LINK | NOT USED
** Interviewer ID LU First interview defaults to the

Requisition Originator.
Enter for all applicants interviewed

** | Interview Date DT | Enter for all applicants interviewed
Interview Start Time -- NOT USED
Interview End time -- NOT USED
Location -- NOT USED
Comments LINK | NOT USED

Interviewer Availability | LINK | NOT USED

**Required for Selection Log for all applicants interviewed.

FEBRUARY 2003 BERKELEY LAB

SECTION 2-7




RECRUITMENT-APPLICANT

Applicant Activity-Offers
Roadmap

| Develop Workforce >Recruit Workforce (GBL) >Use >Applicant Activity

When an offer is extended the HR Centers use the Applicant Activity-Offers page to
track the date, amount, and details of the offer.

Insert a row for each Offer extended to the Applicant. Update the Offer Status with
the Applicant’s response to the Offer (i.e. Accepted, Rejected)

Harne = Develop Waorkforce = RecruitWoaorkforce (GHL) = Use = Applicant Activity

WM

Requisitions Routings Interview Schedules Interview Results  Offers Expenses

Offers

Testguy John & ABEIZ0

Status Code: 010-Active m‘
Application Date: 1000252002 Application Status History

Joh Requisitions wiew Al First (4] 1072 D Last
Job Reg # 082000 Requisition Status: ~ 050-Route

Position: Business Unit: STOBU Busn.Unit

Joh Code: 2601 C3E1 Department: EE EET

;t [4] 10f1 [P] Last
*Offer Date:  [10/03/2002 | ] approval Status: |All App =] Comments Status =

Letter Code: Q) *Gtatus: | 010-Extend 'iReasun: 'I
*Component *Offer Amount Frequency
[BasE @ [s,000.000000 A [wontny =] [+][=]

B save]  [CLRetun te Seareh ] B2 Frevious tab | (5 Next tab | [ £ Retresh |

Req Field Name Type Description

Applicant LINK | NOT USED
Application Status LINK | NOT USED
History
Job Req # LINK | NOT USED

* Offer Date DT Date of Offer Letter — defaults to current date
Approval Status VL NOT USED. Defaults to All Approved
Comments LINK | Links to the Offer Comments page for Hire Justification
Status LINK | Links to the Offer Status page
Letter Code LU OFR — Default is blank. Do not edit.

*/- | Status VL ADD - Defaults to 010-Extend

UPDATE — Enter Applicant’s response to the offer —
“020-Accept’, “110-Reject”

Reason VL Enter Reason if Offer is rejected (status = 110-Reject)
* Component LU Use Look up for base comprate, select “salary” and for
other payments select as necessary.
** Offer Amount -- Enter
** Frequency VL Select

**Required for Job Requisition/Hire Request Form and/or Offer Letter for successful applicant.
- Enter these fields only after the job is officially accepted. It will change the Job Req. Status to “Ready to
Hire” and other applicant status to “Hold”
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RECRUITMENT-APPLICANT

Applicant Activity-Offers Comments

Roadmap
| Develop Workforce >Recruit Workforce (GBL) >Use >Applicant Activity
Home = Develop Workforce = Recruit VWorkforce (GBL) = Use = Applicant Activity
App Activity - Offer Comments
Offer Comments
Testguy John Q 255920
Job Req # 092000 Status: 070-Offer
Position: Business Unit: STDBU Bus=n Unit
Job Code: 2601 CSE1 DeptiD: EE EET
Offer Date: 10/0372002 Sequence 1
number:
=
Comment:
H
Req | Field Name Type | Description
** | Offer Date DT | Auto-fills from Offer Date
** | Comments -- Enter Justification for HIRE (appears on Job
Requisition/Hire Request and Salary Offer
Worksheet)

**Required for Job Requisition/Hire Request Form and/or Offer Letter for successful applicant.
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RECRUITMENT-APPLICANT

Applicant Activity-Expenses

Roadmap

| Develop Workforce >Recruit Workforce (GBL) >Use >Applicant Activity

Use the Applicant Activity-Expenses page to track the expenses you've incurred
from recruiting an Applicant. The HR Center staff will update this page.

THIS PAGE IS OPTIONAL

Home = Develop Wiorkforee = Recruit Wiorkforce (GEL) = Use = Requisition Activity

Mew Window

Applicant
Hame: Tiechye Eliie
Applicant 1D: AD1955

Total Expenses: $0.00%5

*Charge Date *Expense Code *Amount

I
—u ;
484 i
R &

All Applicants Routings Interviewy Schedules Interview Resutts Offers Expenses
Expenses
Job Requisition
Job Req 5330
Status: 050-Hire Date Opened: 033042002
Position: DeptiD: IC IC5D
Business Unit: LERL Business Unit Job Code: 260.2 CSE 2

Status:

Application Date:

Expense Detail

*Currency  Unit

10/01/2002

DeptiD

Total Expenses: 5395000

*Charge Date *Expense Code *Amount

Jtomanooz G [airfare =] [zz0000
[1omszo02 E [Lodging =] [125.000
[tomazooz G [weals =] |z0.000
Bl save) [CLRetun to Search

fronanooz & | = oso @) EoBU @ i€ _l +F1[=]
Hame: Kumar Leonard J. Status:
Applicant ID;  AD1981 Application Date:  10/01/2002

Expense Detail

*Currency  Unit

I e Ql F[=]
Gso @) Foen &l e @l [+1[=]
eo @l Foen &l fe Ql [+ [=]

DeptiD

Req | Field Name

Type

Description

Charge Date

DT

Enter if Desired

Expense Code

VL

Enter if Desired

Amount

Enter if Desired

Currency

LU

Defaults to USD (US dollars). Do not
change

Business Unit

LU

Defaults to STDBU

DeptIiD

LU

Enter if Desired (Level 1). Defaults to
Level 1 of the Requisition

FEBRUARY 2003
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RECRUITMENT-APPLICANT

Using Requisition Activity Page

The requisition activity page is a great on-line reference that is directly related to the
Applicant Activity pages. The following pages are part of a single component and
provide the most current data for any given job requisition or job code:

Requisition Activity-All Applicants
Requisition Activity-Routing
Requisition Activity-Interview
Requisition Activity-Offers
Requisition Activity-Expenses

Roadmap

| Develop Workforce>Recruit Workforce (GBL) > Use > Requisition Activity

NOTE: Interview Results Page is NOT USED
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RECRUITMENT-APPLICANT

Requisition Activity-All Applicants

Use the Requisition Activity-All Applicants page to see all Applicants linked to a
given Requisition.

Home = Develop Workforce = RecruitWorkforce (GHL) = Use = Requisition Activity e WYind o
e B 4
299 570, o )
All Applicants Routings Interiew Schedules Interview Results  Offers Expenses
All Applicants

Joh Requisition

Joh Req # 015330

Status: 080-Hire Date Opened:  09/30/2002
Position: DeptID: Iz [l2=in]
Business Unit: LEML Business Unit Job Code:; 2602 CBE2

First (0 12072 [B] Last

Applicant ID  Applicant Hame Application Date Apy

Status Code
AD1858 Tiedye Ellie 10/01/2002 Ext Appl
AD1981 kumar Leonard .. 10/0172002 Ext Appl

B save) [CQlRetunto Search
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RECRUITMENT-APPLICANT

Requisition Activity-Routings

The Requisition Activity-Routings page provides an on-line summary of which
Applicants’ resumes have been routed for this Requisition.

Horme = Develop Warkforce = Recruitarkforce {BBL) » Use = Requisition Acthity Hew ind o
T
389 3 i
R i
All Applicants Rautings Interview Schedules Interview Results  Ofiers Expenses

Yiew Routings

Job Requisition

Job Req #: 015330

Status: 080-Hire Date Openeq;  D9/30/2002
Position; DeptiD: Iz IGED
Business Unit:  LBMNL Business Unit Job Code: 602 CSEZ

Applicant

First [ 1.2 0f 2 [M] Last

Name: Tiedye,Ellie Status:

Applicant ID:  AD1958 Application Date: 10/01/2002

Route Date  Route ToID Name Due Date Status Status Date
100102002 520801 Guerrero,Daisy G 1000172002
Name: Kumar Leanard .J. Status:

Applicant ID;  A01981 Application Date; 10/01/2002

Route To ID Name Due Date

& save) [lRetun to Search
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RECRUITMENT-APPLICANT

Requisition Activity-Interview Schedules

Use the Requisition Activity-Interview Schedules page to view interviews that have
been scheduled for the Requisition.

Haorne = Develop Workforee = RecruitWorkforce (GBL) = Use = Requisition Activity Heww Window
B P
B9 &
B il
All Applicants Routings Interview Schedules  |nterview Results  Offers Expenses

Interview Schedule

Job Requisition

Joh Req # 015330
Status: 0BD-Hire Date Opened:  09/30/2002
Position: DeptiD: IC ICSD
Business Unit: LEML Business Unit Job Code: 2602 CBE2
Applicant yigw Al First (4] 10f1 [P] Last
Name: Tiedye Ellie Status:
Applicant ID;  AD1958 Application Date; 10/01/2002
Interview Schedules
Interview Date Interview Start Time Interview End Time
10/0142002 10:004mM 11004

Blisave) [(ClRetunto Search
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RECRUITMENT-APPLICANT

Requisition Activity-Offers

Use this page to view a summary of all the employment offers extended for this

Requisition.

IMPORTANT NOTE: This page should not be used to enter Offer data.

Home: » Develop Workforce = Recruit Workiorce (GELY = Use = Requisition Activity

W GE 0 &

Al Applicants Routings Interview Schedules  Interview Resuts  Offers Expenses

Offers

Job Requisition

Job Req # 015330
Status: 050-Hire Date Opened:  09/30/2002
Position: DeptiD: Ic ICSD
Business Unit;  LBMNL Business Unit Job Code; 2602 CSEZ
Applicant view 1 First (4] 12 012 [M] Last
Hame: Tiedye Ellie Status:
Applicant ID:  A01955 Application Date:  10/01/2002

First (4] 1.6t 1 [P Last
‘ffer Date:  [lonaizo0z [ *Status: [Unvaiid valuz) 5] Reason: | = =

Letter Code: QJ Comments Status
*Offer Amount Frequency
&l q H EE
Harne: Humar Leonard J. Status:
Applicant ID:  A01581 Application Date: 10012002
First [ 1.0t 1 [B] Last
‘Offer Date: ~ [10042002 5] *Status:  [(nvalid Valus) =]  Reason: = =
Letter Code: |OFR | Q) Comments Status

Job Code: Location: Step:

Offe Is
*Component *Offer Amount Frequency

[Falarv @) [Foo0.oo00o0 = wemny ] [+] [=]

B save) [QRetunto Search

Mesw Windoa:
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RECRUITMENT-APPLICANT

Requisition Activity-Expenses

Use this page to review expenses associated with a requisition.

IMPORTANT NOTE: This page should not be used to enter Expense data.

Horme = Develop Workforce = Recruit Workforce (GEL) = Use = Requisition Activity

Ty Whirclona

se B S

%)

Al Applicarts Routings Interviewe Schedules  Interview Results Offers Expenses
Expenses

Job Requisition

Job Req # 015330

Status: 080-Hire: Date Opened: 09/3042002

Position: DeptiD: Ic 25D
Business Unit: LBRL Business Unit Job Code: 260.2 CSE2

Applicant

Hame: Tiechye Eliie Status:

Applicant ID:  A01958 Application Date: 100172002

Total Expenses: 50,0053
Expense Detail
*Charge Date *Expense Code *Amount *Currency  Unit DeptiD
[tonazooz ) | =11 N SEE R B al +1[=]
Hame: Kumar Leonard J. Status:

Applicant ID: A01881 Application Date: ~ 10/01/2002

Total Expenses: $395.00%F

*Charge Date *Expense Code *Amount *Currency  Unit DeptiD

[tomazoo2 ] [airtare =] [zz0000 R SEEE Ql =1
Jton4nooz (G [Lodging =] 125000 s Q) Froeu &l fe QJ =
[1omaz002 R [meats =] |s0.000 EEER ST E qQl =1

B save) (CRetum to Search
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Recruitment Process Checklist

[IStep1 Open the Job Requisition in HRIS and notify the Recruitment Team. If signatures are

required, print the Job Requisition Crystal report. Report output must be “PDF”.
[Develop Workforce >Recruit Workforce (GBL) > LBNL Reports >Job Requisition|

To post jobs on the web and hard copy CJO, select the “post on web” checkbox. The
new position will be posted to the web immediately after the new requisition is saved.

[IStep2 Skill-based searches for qualified applicants are done by the Recruiter. Resumes
received directly by field staff or hiring manages should be sent to the Recruiter to be
included in the Applicant Tracking System.

[IStep3 Minimally qualified applicant records are linked to job requisition by the Recruitment

Team on the Requisitions page. Insert Requisition # and Date.
[Develop Workforce>Recruit Workforce (GBL)>Use> Applicant Activity>Requisitions|

[IStep4  Recruitment Team enters information on who the resume was sent to on the Routing

page. Enter Route ID and Route Date.
[Develop Workforce>Recruit Workforce (GBL)>Use> Applicant Activity>Routing|

[IStep5 Division conducts interviews and selects qualified applicant for offer and checks
references.

[]Step6 Recruitment Team enters the information on who was interviewed on the Routing

page. Enter interview ID, status, and date.
[Develop Workforce>Recruit Workforce (GBL)>Use> Applicant Activity>RoutingJ

[IStep7 Recruitment Team enters Interview Date information on the Schedule Interview page.
[Develop Workforce>Recruit Workforce (GBL)>Use> Schedule Interviews]

] Step 8 Enter prior work experience in the Recruitment Module on the Prior Work Experience
page. Include Start/End Date, Employer, Ending Job Title, and Ending Pay Rate
(with Frequency).

[Develop Workforce >Recruit Workforce (GBL) >Use > Prior Work Experience]

[IStep9 Enter all offer information in the Applicant Activity — Offers page of HRIS. Include
justification for the hire (and salary justification, if required) in the “comments” field of

the offer page. Also include a hire bonus justification if it applies.
[Develop Workforce >Recruit Workforce (GBL) >Use >Applicant Activity>Offers|

[]Step 10 Print the Job Requisition / Hire Request. Report output must be “Web/PDF”).
[Develop Workforce >Recruit Workforce (GBL) >LBNL Reports >Job Requisition|

[]Step 11 Print Salary Offer Worksheet. Report output must be “Web/PDF”.
[Develop Workforce>Recruit Workforce (GBL)>LBNL Reports>Salary Offer Worksheef]

[]Step 12 Obtain division approval signatures for offer. If hiring a career staff scientist or a Sr.
Division Fellow, check the RPM for approval requirements.
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cont...

[]Step 13 Create an Offer Letter. Use the letter templates and optional paragraphs found on the
Human Resources web site under the HR Staff Forms password protected area at
http://www.lbl.gov/Workplace/HumanResources/forms/

Note: If offer is for a foreign scholar, the Division HR staff will mail a hard copy and e-
mail offer letter to the applicant. Simultaneously, the HR Center will forward the file to
IRSO where the verbal offer is made. IRSO will complete steps 14 through 20 then
send the folder to payroll.

[]Step 14 Extend the verbal offer. Mail offer letter package to applicant.

[]Step 15 Once acceptance has been obtained, contact applicant for: social security number,
date of birth, emergency contact, gender, and ethnicity.

[]Step 16 Update Applicant Activity.

¢ Confirm that all other applicants tied to this job show a “Rejected
Reason” on the Requisitions page.

¢ Update the Offer Status on the Offers page with Response = “020-
Accept” (disposition status auto-fills when offer is accepted)

¢ Ensure that Job Requisition status is “Filled” and removed from web
and hard copy postings.

[ ]Step 17 Enter the future-effective dated hire record, using the Hire Applicant page. (Note:
max of 2 weeks prior to start date)

o ALWAYS allow the system to auto-assign the employee ID.

e Complete all fields in all pages of Hire Applicant in sequential order.
o Effective date on Name, Address, Personal Profile, Work Location,
and Employment Data pages MUST be the new employee’s start

date.
e Ethnic Group and Gender should never be “blank”, if unknown or
undeclared, enter unknown rather than leaving the field(s) blank.
¢ Once all data entry is complete and verified, save the record and
note the new employee number.

* Remember to enter Emergency Contact and Education Data in
Administer Workforce.

[]Step 18 Once all new hire information has been entered; print the Employment form from the

Recruitment module.
[Develop Workforce >Recruit Workforce (GBL) >LBNL Reports >Employment Form|

Output destination must be “Web/PDF”.

HR Centers should highlight any missing data on the Employment
Form. Write FICA eligibility on Employment Form in pen.

[]Step 19 Schedule individual start appointment with New Start Coordinator in Bldg. 65 for new
employee’s start date. Note: This may also be scheduled during the verbal offer.
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cont...
[]Step 20 Send employee file to New Start Coordinator prior to individual start.

[]Step 21 Run the “Selection Log” Report. Output destination must be “Web/PDF”.
[Develop Workforce >Recruit Workforce (GBL) >LBNL Reports >Selection Log|

[]Step 22 Create closed job file.

Closed job file must contain the following items:
¢ Hire Request

¢ Job Posting Description

¢ Selection Log

End of process.
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Hire Checklist for GSRA, Temp, Student Assistant,

Faculty or Visiting Faculty Appointments

These positions do not require a job posting and are not included in the laboratory
regulatory reporting. The Laboratory requires that the hardcopy file for persons
hired in these positions contain at minimum:

e A Job Requisition/Hire Request form and
e An Offer Letter.

Procedure:

1. Create a Job Requisition. Uncheck the “Show on Web” button.
[Develop Workforce >Recruit Workforce (GBL)>Use>Job Requisition(LBNL)

2. Add Applicant Data — all required fields
|Deve|op Workforce >Recruit Workforce (GBL) > Use > Applicant Data > Applicant Contact Info|

|Deve|op Workforce >Recruit Workforce (GBL) > Use > Applicant Data > Applicant Application Info|

[Develop Workforce >Recruit Workforce (GBL) > Use > Applicant Data > Source Information|

3. Link the Applicant to the Job Requisition using Applicant Activity-Requisitions
page.

[Develop Workforce >Recruit Workforce (GBL) > Use > Applicant Activity > Requisitions|

4. Enter the Applicant Activity-Routing data and Interview data.
[Develop Workforce >Recruit Workforce (GBL) > Use > Applicant Activity > Routings]

5. Enter Interview Date information.
[Develop Workforce >Recruit Workforce (GBL) > Use > Schedule Interviews|

6. Enter Offer information.
[Develop Workforce>Recruit Workforce(GBL)>Use>Applicant Activity>Offers|

7. Generate the Salary Offer Worksheet (as needed).
[Develop Workforce >Recruit Workforce (GBL) >Use> LBNL_Reports>Salary Offer Worksheet]

8. Generate the Job Requisition/Hire Request form.
|Deve|op Workforce >Recruit Workforce (GBL) > LBNL Reports >Job Requisitionl

9. Generate the Offer Letter.
[Develop Workforce >Recruit Workforce (GBL) > Use >Offers|

Note: If offer is for a foreign scholar, the Division HR staff will mail a hard copy and e-mail offer
letter to the applicant. Simultaneously, the HR Center will forward the file to IRSO where the
verbal offer is made. IRSO will complete steps 10 though 13 then send the folder to payroll.

10.When you receive the acceptance of the offer, update Applicant Activity-Offer
with Status “Accept”
[Develop Workforce >Recruit Workforce (GBL) > Use > Applicant Activity > Offers|

11.Do the Applicant Hire.
[Develop Workforce >Recruit Workforce (GBL) > Use > Hire Applicant]
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12.Complete the Education and Emergency Contact data in the Administer
Workforce Module.

13. Print the Report: Employment form. Send entire file to the New Employee Start
Office in building 65.

|Deve|op Workforce >Recruit Workforce (GBL) > LBNL Reports >Employment Form|
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Rehire Process for All Employee Classifications

Only the Payroll Department may insert a REHIRE row in the HRIS System. This is
done for all employee classifications where the person already exists in the system.
Whether you are hiring a guest or contract worker as an LBNL employee or a former
LBNL employee is returning to work, they would both require a REHIRE action in the
system.

All rehire actions must be sent to the Payroll Department for data entry. An
Employment Form is required to assure that all the data is accurately captured in the
rehire records.

How to Generate the Rehire Employment Form

The Rehire Employment Form must be created in the old way using the FileMaker
Pro system. Sorry! All other actions for the rehire are done in the HRIS Recruit
Workforce (GBL). Be sure that you complete the applicant activity pages, generate
the Job Requisition/Hire Request and Selection Log.

Warning! Complete all applicant activity up to and including the offer information.
Do not mark the offer as accepted. Generate the Job Requisition/Hire Request
before you mark the Applicant Activity-Offer page as Offer “Accepted”. This will
mark the applicant record as “Ready to Hire” and all others attached to the
requisition as “Hold”. After this you can generate the Selection Log report.

After sending the Employment Form to payroll for a Rehire action, the Job
Requisition must be filled / closed manually.

1. Once all Applicant Activity is entered — Requisition, Routing, Interview, Offer
“Accepted”

2. Create REHIRE form
3. Get approvals and process paperwork.
a) Payroll will enter the Rehire action.

4. Only AFTER payroll has completed the data entry can the Applicant Activity and
Job Req be completed.

a) Go to Applicant Activity/Requisition page.

b) Change Disposition to “090- Hired”. This will automatically change Requisition
Status to “filled”. (A warning will appear stating, “The new status indicated is
not an allowable status change. Most likely, this new status is set by the
system at the completion of a recruitment phase.) Click OK.

5. Complete the Job Closeout process.
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Hiring The Applicant — Hire Applicant Pages

Once you have completed the Recruitment Process, and have proper approvals, you
can enter your new hire directly into PeopleSoft. This action can be done prior to
the employee’s start, which allows you to obtain an employee ID for setup purposes.

Please do not enter new hires into the HRIS database more than two weeks prior to
their start date. Once people are hired, they appear in the PeopleSoft directories
allowing them to be signed up for system access that will lay dormant for months
(potentially). This can lead to a security risk.

Remember that PeopleSoft IS ALSO the Payroll system. All hires
put into HRIS will be paid according to the data you enter. If an
employee’s start date changes, or any employment data changes, it
is YOUR responsibility to have the Payroll department make the
correction immediately.

The Applicant Hire consists of pages used to establish the Employee ID for the new

hire. The system will define the EmplID by using the Automatic EmplID Assignment

feature. Navigating through the remaining pages, you’ll add important personal, job,
regulatory, and benefit information.

Please note that all pages in Applicant Hire must be completed prior to saving
the record.
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Historical Name Searches

Roadmap

Develop Workforce >Recruit Workforce (GBL) >Use >Historical Employees

Procedure
1. On Historical Employees — Find an Existing Value page:

2. Select Last Name from the Search By value list
3. Enter the known last name or partial last name in the Last Name field.
4

Click Search.
The Search returns a list of all current and historical employees who meet the criteria
specified.
5. Click on the last name or EmplID of the record you wish to display.
The historical data page displays for your review.

Note: PeopleSoft HRIS data was loaded as of 6/23/96. At that time all available history
was loaded for active records only. For non-active records, only the most current data row
was loaded.

% £ Home ;?.Help Q Sign Out
Home > Develop Worlforce = Recruit Worlforce (GBL} = Use = Historical Employees New Window
[ Fistorical Employees "\
003574 Jones Matthew
SSH: 999-99-9999 Data Source: HRIS
Status: T Terminated
Empl Class: R Confractor
Job Code: 21040
Hire Date: 08/25/2000 Rehire Date:
Term Date: 01/12/2001 Date of Birth:
Street:
City/State/Zip:
F5eve) (ClRstunto Semrch) (12 Nextin List) (12 Pravieus inList)
Field Name Description
SSN Social Security #
Status Most current status
Empl Class Most recent Empl Class
Job Code Most recent Job Code
Hire Date Original Hire Date
Term Date Most recent termination date
Data Source HRIS (data record exists in HRIS) or HISTORICAL (data record
is not in HRIS. The # has already been used and is in the #
archive file.
Rehire Date Most recent Rehire date
Date of Birth Date of birth
Address Most recent address information
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Procedure to Hire an Applicant

Roadmap

|Deve|op Workforce >Recruit Workforce(GBL) >Use >Hire Applicant|

Procedure

1.

HISTORICAL NUMBER SEARCH: The hire process should be started after the
historical number search has revealed that the person really requires a new
record.

Select Hire Applicant.
The Hire Applicant-Find an Existing Value page displays.

Enter Applicant ID and click on Search or hit the Enter key.
The Hire Applicant-Personal Data-Applicant Page displays

Note: The Effective date on Name, Address, Personal Profile, Work Location, and
Employment Data pages MUST all be the new employee’s start date.

4.

Click on the “tabs” to navigate through the Hire Applicant-Personal Data pages
and enter data as explained in the following pages of this manual.

Click on the Job Data link to access the Hire Applicant-Job Data pages. The
Hire Applicant-Job Data-Work Location Page displays. Click on the “tabs” to
navigate to through the Hire Applicant-Job Data pages and enter data as
explained in the following pages of this manual.

Click on the Employment Data link to access the Hire Applicant-Employment
Data pages. The Hire Applicant Employment Data page will display. Click on
the “tabs” to navigate to through the Hire Applicant-Employment Data pages and
enter data as explained in the following pages of this manual.

Click on the Benefit Program Participation link to access the Hire Applicant-
Benefit Program Participation page. The Hire Applicant-Benefit Program
Participation page will display. Enter Benefit Program Participation data as
explained in the following pages of this manual.

When all data on all pages has been entered for the Applicant, click Save. An
employee number will be assigned to your new hire.

Note: Possible system warnings and error messages are described on page 2-44.

Continue to Step 9...
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9. Open Administer Workforce to update Emergency Contact and Education Data.
Use the new hire Employee ID that was just assigned. (Procedures for can be
found in the Administer Workforce Division guide)

a. |Home>Administer Workforce>Administer Workforce Division>Use>Emergency Contactl.

Enter Data

b. [Home>Administer Workforce>Administer Workforce Division>Use>Track Education|
Enter data

10.Citizenship/Passport Data and Visa/Permit Data info is entered by the IRSO
office

11. Print the Employment Form report
[Home >Develop Workforce >Recruit Workforce (GBL) >LBNL_Reports >Employment Form|

*Note: You must indicate FICA eligibility on Employment Form. Write in pen.
Indicate: Full FICA, Medicare or Exempt

Use guideline matrix as defined by Benefits Dept in the Benefits Matrix Appendix.
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Hire Applicant: Personal Data — Applicant Page

Home = Dievelop Wiorkforce = Recruit Workioree (GBL) = Use = Hire Applicant e Window
{ #pplicant Yy WName Histary |~ Address History  Persanal Histary ' IdentityDiversity | Citizenship | [»
Mame:  ReddingAlyssa Applicant ID: 09894
Applicant Status:  External Applicant EmpliD: ~ NEW Application Date: 120572002
Job Req #: 015508
Position: DeptiD: PB FB
Business Unit: STDEV Job Code: 3147 GSRA
' Use Employee ID specified
& fitomatic Empill Assignment
EmpliD:
| Personal Data Job Data Ernployrrent Data Benefits Prograrm Participation
B save] [ QiRetum to Searsh | (LS Nexctin List ) | 15 Frewious in List ] Ned tab] (2 Refresh
Applicant | Wame History | Address History | Personal History | Identity/Diversity | Citizenship | LBNL Personal Data | LENL Directory

Verify the correct name and job requisition are displayed. EmplID will display as
“‘NEW?” until the hire record is “saved”.

Req | Field Name Type Description

Employee ID Assignment CB Only Use Automatic EmplID
Method Assignment

New Employee ID -- Always Leave Blank
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Hire Applicant: Personal Data - Name History Page

This is an Effective Dated page allowing you to track name changes.

Horme = Develog Waorkforee = Recruit Workiorce (GBL) = Lse = Hire Applicant ey Window
Applicant Mame Histary Address History Personal History IdentityDiversity Citizenship »
EmpliD: MEW Employee
First (4] 1011 [M] Last
*Type of Name: |Primanf = F=1
*Effective 1172412003 ==
Date: :
Format Using: |54 Q United States i Refresh the Name Field 1
Prefiz: =
First: Alyssa Middle: It
Last: Redding Suffix: Q)
Name: Redding Alyssa M
| Persanal Data Joh Data Employment Data Benefits Program Parlicipation I

B save) (ClRetumto Searsh | (4= NextinList ] | +5 Frevious inList ] () Previous tab | Hext tab ] [ & Refresh

Applicant | Mame History | Address History | Personal History | Identity/Diversity | Citizenship | LBNL Personal Data | LENL Directory

Req | Field Name Type | Description
Type of Name VL | Defaults to “Primary”. Do not change.
* | Effective Date DT | Defaults to current date. Edit to Date of
Hire.
Format Using LU Defaults to USA — do not edit
Name Prefix VL | Not used — leave blank
* First Name -- Auto-fills from Applicant Data or Enter (case
sensitive)

Middle Name -- Auto-fills from Applicant Data or Enter
middle name or initial (case sensitive), No
period (.)

* Last Name -- Auto-fills from Applicant Data or Enter last

name (case sensitive)

value list.

Name Suffix VL | Auto-fills from Applicant Data or Enter if
necessary. For example, Jr, Sr or lll. Use
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Hire Applicant:

Personal Data — Address History Page

This is an Effective Dated page allowing you to track address changes.

% S Sign Out

Home = Develop \Workforce » RecruitWorkforce (GBL) = Use = Hire Applicant [MEw VIR OW D

J T Applicant T Narie Histery " Address History Y Personal History Y IdentityDiversity Y Citizenship \[ LBML Personal Data \@

S | F|-:-|| [¥ Last

‘Address Type: | HOME ]
‘Effective Date: |01/24/2003 ‘Status: =1
Country: USA Q) uUnited States
Address 1: 2222 Frontage Road
Ccity: Berkeley ]
County:
State: CA Q| califomia
First [0 1o 1 ] Last
‘Phone Type Telephone
Home [ [sroz2z 3333 =1
Email Addresses First (4 1ot 1 [ Last
‘Email Type ‘Email Address
Other || [notimplemented =1
| Personal Data Job Data Employment Data Benefits Program Participation |
B save) (QRetunto Search )] () Pravious tab ) (3 Next tab ] [ Ratrash @
Req Field Name Type Description
* Address Type VL Auto-fills from Applicant Data or Enter — New hire
record must have “Home” address use value list.
LBNL uses “Home” addresses for mailings.
* Effective Date DT Must be Date of Hire (same as on Name History).
Status VL Defaults to “Active” — effdt determines most current
Country LU Auto-fills from Applicant Data or Enter Country
Code, use lookup if necessary. Default: USA

Address 1 - Auto-fills from Applicant Data or Enter Street
Address, unit number ok here — no abbreviations

Address 2 - Auto-fills from Applicant Data or Enter additional
address info as needed

City - Auto-fills from Applicant Data or Enter City Name

County - Leave blank - Not Used

Postal - Auto-fills from Applicant Data or Enter zip code

State LU Auto-fills from Applicant Data or Enter state

Phone Type VL Auto-fills from Applicant Data or Enter “Main”. Use
value list. LBNL must have a “Main” phone type.

Telephone - Auto-fills from Applicant Data or Enter home phone
number for address above.

Email Type VL Not Used

Email Address - Not Used — private email for Gst is on Guest Info
and Ibl.gov accounts are on LBNL Directory.
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Hire Applicant: Personal Data — Personal History Page

Use this page to record the new hire’s personal information such as education
status, phone numbers, gender, and marital status.

Home = Develop YWiorkforee = RecruitWorkioree (GBLY = Use = Hire Applicant Mews Window

Applicant Name Histary Address Histary f Personal History \I IdentityDiversity Citizenship »

Redding Alyssa M EmpliD:
Personal Data \ First (4] 1014 [P Last
*Effective Date: [0172472003 | =
*Gender: Female i

“Highest Education Level: G-Bachelor's Level Degree j

Language Code: English 'I

“Marital Status: [singie = As of: lm [

™ Full-Time Student
usa

Military Status: [Notindicated |
Date Entitled to Medicare: e

™! Eligible to Work in U.S.

1:| 2

| Personal Data Job Data Ernployment Data Benefits Program Participation

Save Return to Search | | {Z Mesetin List | | +5 Prewious in List Frevious tab Mext tab ] [ 2 Refresh
2

Applicant | Mame History | Address History | Personal History | [dentityDiversity | Citizenshin | LBHL Personal Data | LBML Directory

Req | Field Name Type | Description
* | Effective Date DT | Must be Date of Hire (same as on Name
History page.)
* | Gender VL | Enter Gender. Use value list. Must never be

blank, Enter “Unknown” if employee
declined to declare.

Highest Education Level VL | Enter “highest education level”, use value
list. Degree level must correspond to data
entered in Admin. Workforce - Track
Education page. Enter after hire action.

Language Code VL | Default: “English” — do not edit

Marital Status VL | Not Used — do not edit, Default: “Single”
As Of DT | Not Used

Full Time Student CB | Check box if employee is full time student.

Note: if UC Student then check the “UC
Student” checkbox on LBNL Personal Data

page.
Military Status VL | Enter if applicable
Date Entitled to Medicare DT Not Used
Eligible to Work in US CB Not Used
Employment Eligibility -- Not Used
Proof 1
Employment Eligibility - Not Used
Proof 2

* Required Field
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Hire Applicant: Personal Data - Identity/Diversity Page

Your organization will use information here to track worker identity and diversity
information, such as birthplace and date, National ID and ethnicity.

-

Horre = Develop workforce = Recruit Workforce (GBLY = Use = Hire Applicant

S Sign Out

Plews Wind ot

pplican Mame History ' Address History + Personal History entityDiversi Citizenship
Appli it it} Hist Add Hist B | Hist IdentityDi ity it h

ReddingAlyssa

Date of Birth:  |071562 Birth Country:
Age: Years Months 0
Date of Death: Birth Location:

[[] waive Data Protection Original Hire Date:

National I

Country Type

Description Mational ID

LSA FR Social Security Number |335333339

uUsa

EmpliD:

Primary ID

=

USA

First [4) 1ot 1 [B] Last

Ethnic Group: White
I Personal Data Job Data Employment Data Benefits Program Participation

& save] [QRetunto Search] [ Frevious tab | (58 Next tab) (4 Refresh |

Applicant | Wame History | Address Histary | Personal Histary | IdentityDiversity | Citizenship | LBRL Personal Data | LBNL Directory

Req \ Field Name Type Description
* Date of Birth DT Enter Employee Birthdate (mm/dd/yyyy)
Age _ System will auto calculated age data as of current date, after
record is saved.
Date of Death DT Leave Blank
Birth Country LU Enter if known, use lookup — IRSO completes if data is
known
State LU Enter if known, use lookup — IRSO completes if data is
known
Birth Location _ Enter if known, use lookup — IRSO completes if data is
known
Waive Date Protection CB Not used
Original Hire Date DT Auto fills by system after record is saved (date of first record
in HRIS)
Country — | Default: “USA”, view only.
National ID Type — | Default: “PR”, view only.
Description - Default: “Social Security Number”, view only
’ National ID - Enter SS#. Do not add dashes, spaces or any other
formatting. Data checked for valid # and duplicates.
Primary ID - Default: “checked”, view only
¥ Ethnic Group VL | Enter data. Use value list. If employee has declined to

identify, use “unknown”. This field should not be blank.

* Required Field
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Hire Applicant: Personal Data - Citizenship Page

Horme = Develop Waorkforee = Recruit Workforce (GBL) = Use = Hire Applicant Mew Window

4 Address History Personal History IdentityDiversity Citizenship LBMNL Personal Data LBNL Directory

Redding Alyssa M EmpliD:

Citizenship A First (4 1084 [P Last
“Country: [usal@al  united states US. Citizenship TR ~ | [+ 1=
Status:

B save) (CiRetum to Search || 1= NextinList ] +5 Frevious inList ] () Previous tab ] ({5 Next tab | (2 Refresh
Applicant | Mame History | Address History | Personal History | Identity/Diversity | Citizenship | LBML Personal Data | LEML Directory

Req | Field Name Type Description

Country LU Defaults to USA, Enter Country of citizenship if known.
(IRSO will maintain this data as necessary)
* U.S. Citizenship Status VL Enter Status for citizenship as it relates to USA. Use value
list.

* Required Field
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Hire Applicant: Personal Data - LBNL Personal Data Page

Home = Dievelon Workforee = Recruit Workioree (GBLY = LUse = Hire Applicant Meve Window
4 Address Histary Eersonal Histary ldentityDiversity Citizenship f LBNL Personal Data ' LBML Directony
Redding Alyssa M EmpliD:

I uc Student ¥ Release Address?

Referral Comment: I

I Personal Data Joh Data Employment Diata Benefits Program Participation

B save)  (CQLRetum to Search | (45 Nextin List | [ 1= Previous inList ) (23 Pravious tab | ({3 Naxt tab) [ Refresh |

Applicant | Mame History | Address History | Personal History | IdentityDiversity | Citizenship | LBML Personal Data | LBML Directory

Req | Field Name Type Description

UC Student CB | Check if employee is at any UC
campus.

Release Address? CB | Check if employee authorizes home
address be released for official
business, i.e. unions.

Referral Comment - Not used
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Hire Applicant:

Personal Data — LBNL Directory Page

LBNL Directory contains data that is loaded for all new hires into the Laboratory
directory system. After the initial load, the data is maintained by Directory Services.
Updates to this information should be made via the Directory web application.

Home = Dewelop Workforce = Recruit Workforee (GBL)Y = Use = Hire Applicant

4] | Address History  Personal History | dentityDiversity

Litizenship

LBMNL Fersonal Data LBNL Directory

e Windowe

Email ID:

Mail Drop ID: |937-DEDD
= Published in Phonebook

™ Hidden from Web directory

*Location #: |1_ *Building: 937 ﬂ

Phone Book Name: Redding, Alyssa M

EmpliD: NEWY

Nickname: |A”EV

Nickname code:| #PRENd j'

Wigy
5044 +1=]

“Room; 1642

a ES[E]

Personal Data Joh Data

Ermploviment Diata

Benefits Prodram Participation

B szve)  (ClRetum to Search ] (45 Nexctin List | (15 Previous

inList] (@& Previous tab |

2 Refresh )

Applicant | Mame History | Address History | Personal History | |dentityDiversity | Citizenship | LBHNL Personal Data | LBML Directory

Req Field Name Type Description
Email ID AutoFills/Updated by LBNL Postmaster, view only
* Mail Drop ID LU Enter LBNL Mailstop, Use lookup.
Phone Book Name _ Display of name that will be listed in web directory. Displays
after record is saved.
Published in CB Default: unchecked. View only. Contact tsc@lbl.gov for
Phonebook update. All active records are included in the printed phone
directory. Check Box is used for Guest and Former
Employees only.
Hidden from Web CB Default: unchecked — View only. Record will display on web
Directory directory, contact tsc@lIbl.gov for update.
Nickname _ Enter alternate first name
Nickname Code VL Enter desired action for nickname data. “Append” to add in
parentheses to current name, “Replace” to replace first name
field value, blank for no display changes.
* Location # _ First office or lab location must be 1. Insert outer record row
to have multiple office/lab locations.
* Building LU Enter Bldg. number. Use lookup. Data checked.
* Room LU Enter room number. Use lookup. Data checked.
* Phones (type) LU First phone type must be 1- Work Phone 1, insert new row for

multiple phone types. (Fax, Work Phone 2, Cell, etc.).

* Work Phone

Enter number. If LBNL extension number only enter the 4-
digit extension, let system assign area code and prefix. If
other number enter in phone format. Example:(415) 456-
4657

* Required for Directory and LAN Services

Note: multiple Locations and/or Phones may be inserted by clicking on the add row

button.
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Hire Applicant: Job Data— Work Location Page

Here you indicate that you are hiring the employee and where the employee works
in your organization. Employee Status, Employee Position Number and Location will
be associated with the employee’s Business Unit and Regulatory Region.

Home = Develop YWiorkforce = RecruitWorkforce (3B = Use = Hire Applicant Mew Wind o
Waork Location Johb Infarmation LBML Miscellaneous PBayroll Salary Plan Compensation Dept Info
Redding Alyssa M EmpliD: MEVY
jork Location First (4 1.1 4 [P] Last
Employee Status:  Active Date Created: 01/24/2003 +1=1
*Effective Date: 01/24/2003 B Effective Sequence: IU
Action / Reason: I Hire =l IH\R Q| New Hire
Current
“‘Regulatory Region: [Us2 Q] United States
*Compamgz LBL & Lawrence Berkeley Lahoratory
*Business Unit: STDRU @/ LBML Business Unit
Department: FB Physical Binsciences Department Entry Date; |01/2¢4/2003 [
Location: ooo =y Berkeley
Supenvisor ID: =Y
Establishment ID: |01

| Personal Data Joh Data Employment Data Benefits Prograrn Paticipation

B save) (QURetumn to Search | [+5 NextinList] |15 Pravious inList | (= Next tab ) |25 Refresn

Work Location | Job Infarrnation | LEML M \enus | Payrall | Salary Plan | Cormpensation | Dept Infa

Req | Field Name Type Description
* | Effective Date DT | Must be the “date of hire” (defaults to
date entered on Personal History page)

Effective Sequence -- Must be “0” Zero

* | Action VL | Defaults to HIRE

* | Reason LU | Select from Value List (Should be “HIR”),

unless it is a new hire record for a retiree
from within the UC system. See value list.

Regulatory Region LU | Defaults to USA, do not edit
Company LU | Defaults to LBL, do not edit
Business Unit LU | Defaults to STDBU, do not edit
Department -- Auto-fills from Job Requisition.

Department Entry Date DT | Enter Hire Date (defaults to date entered
on Personal History page)

Location LU Defaults to Berkeley, do not edit
Contact Payroll Manager to change

Supervisor ID LU Leave blank, use LBNL custom field on
Employment Data Page

Establishment ID LU Defaults to 01, do not edit

* Required Field
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Hire Applicant: Job Data — Job Information Page

This page is effective dated and is entered only during the Applicant Hire process or by the payroll group. Send
corrections to payroli@lbl.gov or update by Personnel Action Form (PAF) to the payroll department.

Home = Develop Workforce = Recruit Workforce (GBL) = Use = Hire Applicant e Window
Wiork Location 4" Job Information " LBAL Miscellaneous Payroll Salary Plan |~ Cornpensation Dept Info
Redding Alyssa M EmpliD: NEW
Job Information First (40 101 [M] Last
Effective Date: 01/24/2003 Effective Sequence: 0
Action / Reason: Hirg Wew Hire
Current
*Job Code: R147 Q] Graduate Student Ressarch Asst Entry Date: 0152412003 B pranned Exit: B
— [ End Job Automaticall
Supervisor Level: g .
“Regular Temporary: [Feguiar 7] *FulliPart: PartTime =
Empl Class: G3RA d *Officer Code: | Mot Applic ™
*Regular Shift: A d Shift Rate: i |
Standard Hours: 18.90 FIE: 0.47
Wark Period: W Q) weskly
*Eusa
‘FLSA Status: [Exemnt =]

"EEO Class: MNong =
Work Day Hours:

I Persanal Data Joh Data Emplayment Data Benefits Program Padicipation I

B save]  (CLRetum to Searsh | (45 Nexctin List | [ +5 Previous in List ) (&) Pravious tab | ({2 Next tab) [ 4 Refresh |

Work Location | Job Information | LBML Miscellaneous | Payrall | Salary Plan | Compensation | Dept info

| Req | Field Name Type Description
* Job Code LU Defaults from Job Req, Update if necessary. Use lookup.
Entry Date DT Leave blank, will auto fill with date when job code changes
Planned Exit DT Leave blank, not used.
End Job CB Leave blank, not used.
Automatically
Supervisor Level LU Leave blank, not used.
Regular/Temporary VL Auto fills from Empl Class entry. (Regular: positions with no end
date, Temporary: positions with end date.)
* Full/Part VL Defaults from Job Req, Enter value, select from value list
* Empl Class VL Defaults from Job Req, Enter value, select from value list
- Officer Code VL Defaults to Not Applic. Enter value if necessary, select from
value list. (head level appointments only, requires LD approval)
Regular Shift VL Defaults to N/A, not used in HRIS. Shift code is in LETS.
Shift Rate - Defaults blank, do not change.
* Standard Hours - Defaults from Job Req, Enter hours worked per week. 40=100%
FTE - Calculates from standard hours (1.0 = 100% or 40 hrs/wk)
Work Period LU Defaults to W — weekly, do not change, LBNL hours are weekly.
* FLSA Status VL Defaults from Job Code, Update as necessary
EEO Class VL Defaults to “none”.

Work Day Hours _ Leave Blank. Not used.

* Required Field - Required only if applicable
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Hire Applicant: Job Data — LBNL Miscellaneous Page
£ Home S Sign Out
Home = Develop YWorkforce = Recruit Workforee (GBL) = Use = Hire Applicant D Window
| Work Location Qob-lnfumati'on"-( LBML Miscellaneous \r Payroll  BalaryPlan | Compensation . Deptinfo
Redding Alyssa EmpliD: MEW
First 4] 1o 1 [¥] | ast
Employee Status:  Active Date Created; 03/27/2003 E“El
Effective Date: 031272003 Effective Sequence: o
Action (Reason:  Hire
Union Code: A Mon Represented HEERA Status: Non-Supen [
[ confidential Employee? Job Requisition & 015508(Q)
Comment:
| Fersonal Data Joh Data Ermployrment Data Benefits Program Participation |
ﬁ Savé O,Return to Search) Prewious tab ) [ Mext taﬁ) | zRefresh )
Work Location | Job Information | LBRL Miscellaneous | Fayroll | Salary Plan | Compensation | Dept Info
Req | Field Name Type Description
* H 9 . .
Union Code VL Auto fills from Job Code entry, do not edit, requires
LER approval.
* “* 3 . .
HEERA Status VL Defaults to “Non-Superv”, edit as necessary. Requires
LER approval since change will change union code.
- | Confidential EE? CB | Check box if appropriate, edit as necessary. Requires

LER approval. Update will change union code to
“non-represented” code 99.

Job Req Field

Required field for all new hires. Defaults. Do not edit.

Comment

Enter special comments regarding this job data row.

* Required Field

- Required only if applicable
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Hire Applicant: Job Data —Payroll Page

Home = Develop Workiorce = Recruit Waorkforce (GALY = Use > Hire Applicant ey Wiindowy

Wiork Location Job Information LBML Miscellaneous I( Fayrall \| Salary Plan Compensation Cept Info
Redding Alyssa M EmpliD: NEW

First [4] 1.af 1 [P Last

Effective Date: 0172452003 Effective Sequence: o
Action / Reason: Hire Mew Hire
Current
‘Payroll System: | Payroll for Morth America j
Pay Group: WON QY Manthly Holiday Schedule:  [LBL | Q| LBL HOLIDA
Employee Type: IS_ Q) Salaried
Tax Location Code:  [300q Q) perkeley FICA Status: Subject 'l
GL Pay Type:
Project ID: | Q
I Personal Data Job Data Employment Data Benefits Program Padicipation

& 5ave) [CLReturnto Search) (45 Nexctin List ) [ +5 Previous in List ) (&) Previous tab | (8 Next tab ) [ Refresh |

Work Location | Job Information | LBML Miscellaneous | Payroll | Salary Plan | Compensation | Dept Info

Req | Field Name Type Description

Payroll System VL Defalélts to “Payroll for North America”. Do
not edit

Pay Group LU Defaults from Job Code. Do not edit

Holiday Schedule LU Defaults to LBL. Do not edit

Employee Type LU Defaults from Job Code. Do not edit

Tax Location Code LU Defaults to 0001 Berkeley. Consult Payroll
Manager for changes.

FICA Status VL Defaults to Subject. Payroll will edit as

necessary. (Note: You must indicate FICA
eligibility on Employment Form. Write in pen.
Indicate: Full FICA, Medicare or Exempt. Use
guideline matrix as defined by Benefits Dept
in the Benefits Matrix Appendix.)

GL Pay Type -- Not Used

Project ID LU Not Used
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Hire Applicant: Job Data —Salary Plan Page

-

£ Home S Sign Out
Horme = Develop Workforce = RecruityWorkforce (GBLY = Use = Hire Applicant Plewy Window:
| Work Location * Job Information LBNL Migcellangous ©  Payrall { Salary Flan \5 Corpensation Daptlnfo
Redding Alyssa EmpliD: MEW
First 4] 4 of 1 ] Last
Effective Date: 03272003 Effective Sequence: ]
Action /Reason: Hire
Current
Salary Administration 0000 | Q] 5| grade: uaT |Q %] Grade Entrypate | 032772003 E]
Plan:
Step: ﬂ Step Entry Date @
Review Rating: Review Date:
Rating Scale: LeL Q) Rating Model: LBL Matrix:

| FPersonal Data Job Data Emplovment Data Benefits Program Participation

Bl save]  (QRetum to Search] | @) Pravious tab | (8 Nest tab ) | £ Refrach |

Wiotk Location | Job Information | LERL Miscellaneous | Payroll | Salary Plan | Compensation | Dept Info

Req | Field Name Type Description

Salary Administration Plan LU | Defaults to 0000. Do not edit. Will
populate correctly in Administer
Workforce.

Grade LU Blank. Do not edit

Grade Entry Date DT | Blank. Do not edit

Step LU | Blank. Do not edit

Step Entry Date DT | Blank. Do not edit

Rating Scale LU | Defaults to LBL. Do not edit.
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Hire Applicant: Job Data —Compensation Page

This page establishes information about the new hire’s Compensation Frequency,
and Compensation Rate.

Home = Develop Workforee = Recruit Workforce éGBLY = Use = Hire Applicant Il ey iind o
Wiark Location - Job Information |~ LBML Miscellaneous Payrall SalaryPlan | Compensation Dept Info
Redding Alyssa M EmpliD: MEW
ICompensation First (4 1.0r 1 [P Last
Effective Date: 01/24/2003 Effective Sequence: a
Action / Reason: Hire New Hirs
Current
Compensation Rate: 3,000.000000F “Frequency: IM ﬂ Maonthly
Change Amount: 0000000 USD Monthly Compa-Ratio: 1.67
Change Percent: 0.000
Annual 36,000.000000 USD Daily 138461538 USD
Monthly 3,000.000000 USD Hourhy 36630037 UsSD
Full Time Monthly Rate: 6,349.21 One Time Payment:
Default Pay Components I Contract Change Prorate Oution
Pay Components First (4 10r 1 [M] Last
Amounts Changes Conversion
*Rate Code Seq Details Comp Rate Currency Frequency Percent
1 [nasrnL Q) o Details [3,000.000000 = [usolal v al =1
Calculate Compensation I
| Personal Data Job Data Employment Data Benefits Program Participation

B save]  [(QuRetumn to Search] [+ Mextin List] (15 Pravious inList) (2 Previeus tab | (5 Mext tab ] (£ Refrash |

Work Location | Jok Inforration | LBML Miscellaneous | Pavroll | Salary Flan | Compensation | Deat lnfo

Req | Field Name Type Description

Compensation Rate Auto fills from Pay Component area. “Calculate
Compensation” button must be pressed to populate this

field.

Frequency LU | Auto fills from Job Code, may be edited with approval
only. Use lookup.

Comparative Information - Displays amount and percent changes in Compensation
Rate for this row compared to the one before it.

Pay Rates - Displays calculated Hourly, Daily, Monthly, Annual, and
FT Monthly rates for the Compensation Rate.

* Rate Code LU | Enter for Hourly (Hourly) or Flat Rate (Monthly), used for

calculating the compensation. Use lookup.

Seq _ Not Used, we only have one rate code

Details LINK | Not Used

Enter Comp Rate (be sure to enter the amount of their
paycheck if monthly, not FTE) and press “Calculate
Compensation” button to populate Comp Rate field.

* Comp Rate

Currency LU | Defaultis USA, do not change
Frequency LU | Auto fills from Rate Code.
Percent - Display not populated

* Required Field
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Hire Applicant: Job Data —Dept Info Page

Dept Info is an LBNL custom page. Here you can track the employee’s
Level 1, 2,3 & 4. You can also insert a row to include a secondary org code.

Home = Develop Workforce = RBecruitWorkforce (3803 > Use = Hire Applicant e Wiind o
Wtk Location . Job Infarmation . LBML Miscellaneous Payroll SalaryPlan ' Compensation {W\L
Redding Alyssa M EmpliD:  MEWY
Joh Data Wiewy A First (4] 1064 [ Last
Effective Date: 01124/2003 Effective Sequence: ] =1
Action /Reason: Hire DG Current
Orgcode Info Wiewy All First (40 101 [F] Last
Level 0: FB Physical Biosciences EI
*Level 1: IPE Y] Physical Biosciences
Lewelz: | al
Leverz: | =y
Levern: | =Y
¥ Primary Org Code
Fersanal Data Job Data Employment Data Benefits Program Paricipation
E save) (QRetumn to Search | (45 Nextin List ] [ +5 Previous inList | |3 Previous tab ) 2 Refrash
Work Lacation | Job Infarmation | LBRIL 1eous | Payroll | Salary Plan | Compensation | Dept Infa
Req | Field Name Type Description
* | Level 1 LU | Auto fills from Job Req. Edit if necessary.
Use look up.
Level 2 LU | Auto fills from Job Req. Edit if necessary.
Use look up.
Level 3 LU | Auto fills from Job Req. Edit if necessary.
Use look up.
Level 4 LU | Auto fills from Job Req. Edit if necessary.
Use look up.
Primary Org CB | Check this box for the row containing the
Code Primary Org Code

* Required Field

Insert multiple orgcode rows as needed. Max is two rows. Must be unique Level 1.

NOTE: A secondary org code is required for ASD employees
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Hire Applicant: Employment Data -Employment Data Page

Employment Data contains additional important employee information such as
Company Seniority and other work date related fields. You can also enter optional
employment-related data such as adjusted BS Year and supervisor.

Home = Develop Wiorkforce = Recruit Workioree (GBL) » Use = Hire Applicant [lew Window
Redding Alysza m EmpliD: MNEW
Hire Date: Rehire Dt: Termination Date:
Company Seniority Date: | @ Last Date Worked:
Service Date ; Months ; Days: @I ! Expected Return Dt:
Professional Exp Date: @ Probation Date: @
Date Last Increase: Eil Empl Rehire Date: ]
Employee Hire Date: EiJ AdjBS YT:
Appt End Date: Edl
i ' First [4] 1.1 [P Last
“Effective Date: D17z472003 (5] =]
Supenvisor ID: 345201 Q) KeaslingJay D
Business Title: |Graduate Student Research Asst
Personal Data Job Data Ernployiment Data Benefits Program Participation
& save] [QRetum to Search | (45 Next in List | (15 Frewious inList ] (= Nexl tab) | 2 Refresh
Employment Data | Employment Dta2
Req | Field Name Type Name
Company Service Date DT | Leave blank, system will auto-fill
Last Date Worked DT | Leave blank, system will auto-fill
Service Date DT | Leave blank, system will auto-fill
Expected Return Dt DT | Leave blank, system will auto-fill
Professional Exp. Date DT | Leave blank, system will auto-fill
Probation Date DT | If applicable to this hire, enter end
date of probation period.
Date Last Increase DT | Leave blank, system will auto-fill
Empl Rehire Date DT | Leave blank, system will auto-fill
Employee Hire Date DT | Leave blank, system will auto-fill
Adjusted BS Year DT | Update as necessary
* | Appt. End Date DT | Enter as Applicable
* Effective Date for DT | For Hire action, must be the same as
Supervisor ID Effective Date on Work Location page
* | Supervisor ID LU | Auto fills from Job Req, Update if
necessary. Use lookup.
Business Title Auto fills from Job Req, Update if
necessary.

* Required field
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Hire

Applicant:

Employment Data -Employment Dta2 Page

Horme = Develop Watkforee > Recruitvorkforee (GBL) = Use = Hire Applicant

Erployment Data Yy Employment Dta2

ReddingAlvssa i

EmpliD: MEWW

Mew Vind v

[T UC Executive Program?

[T Principal Investigator Status
[T Designated Official

I Prior UC Service?

™ Accepted UCRP Waiver?

Waiver Date:

Faculty Stipend: 1 PIN SignDt: [irzams @]
Student Program: [ H Exp Grad Date: I ]
Survey Code: Iﬁ
Service Award Twpe: || & Senvice AwardDate: | |5
| Personal Data Job Data Employment Data Beneilts Program Paricipation |
B save) (QiRetumto Search ) [+ Nesctin List) [+ Previous inList ] |8 Previous tab | % Refrash
Employment Data | Employment Dta2
Req Field Name Type Description
UC Executive CB Check if applicable
Program
Accepted UCRP CB Check if applicable
Waiver
Principal CB Check if applicable
Investigator Status
_ Designated Official CB Check if position is a “designated position”, financial
disclosure statement is required. Auto-fills from Job
Requisition. Refer questions to LBNL Conflict of Interest
Coordinator
Waiver Date _ Enter Date if applicable for rehire of retiree
Prior UC Service CB Check if applicable, edit Seniority or Service date
Faculty Stipend _ Enter if applicable
* PIN Sign DT DT Date of Hire — activates UCOP web pin date. Will auto
populate with date of Hire action, when record is saved.
Student Program VL Enter if applicable, select from value list
Exp Grand Date DT Enter Date if applicable
Survey Code VL Not used
Service Award Type LU Enter last Service Pin type received. Use look up.
Service Award Date DT Enter date of receipt of corresponding service pin type.

* Required Field

- If this is a Designated Position you must print the “Assuming Office Letter” at the
time of hire.

|[Administer Workforce>Administer Workforce Division>LBNL _Reports>Assume]

See the bottom of the hardcopy letter for distribution list.
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Benefit Program Participation

Use the Benefit Program Participation page to specify the Benefit Program.

Home = Develop Workforce = Recruit Waorkforce (SBLY = Use = Hire Applicant

f Benefit Program Participation \L
Redding Alyssa M

e Wind o

EmpliD; MNEW

0172452003
Hire

Effective Date:
Action | Reason:

Effective Sequence: o
Mew Hire

Deductions Taken: MoOverride

Deduction Subset ID:

Current

| Base Benefits

I?B190.4SD = usp

[

*Benefits System:
Annual Benefits Base Rate:

Benefits Employee Status:  Active

*Effective Date *Benefit Program Currency Code
[rizazoos B fon @
| Personal Data Job Data Employment Data Benefits Program Participation |
B save]  (Qiretunto Search ] (4= Nextin List] (12 Previous inList | [ Refrech |
Req Field Name Type EMPLOYMENT DATA
Benefits System VL | Display only, default is Base Benefits
Benefits Employee _ Display only, active status of the job row
Status
Annual Benefits _ Calculated at time of hire or rehire. Recalculated
Base Rate annually.

* | Effective Date DT | Enter Date of Hire or rehire action.

* | Benefit Program LU | Enter appropriate Program Code, according to Benefit
Plan Matrix. Using the lookup, choose the most recent
effective dated row for the Program Code.

See Appendix A for program eligibility.
Currency Code _ Defaults to US Dollars.

* Required Field

Note: Remember that the Effective date on Name, Address, Personal Profile, Work
Location, and Employment Data pages MUST all be the new employee’s start date.

Click Save. Return to Procedure pages 2-28 and 2-29 to complete the process.

Possible System Warning & Error Messages
Error messages may require an action. Warnings contain information.

If you missed a required field such as Work Phone1 or Benefits Program
Participation, the system will give you an error message and may take you back to
the missing field when you click OK. You must enter this required information.

A warning will also let you know that you have updated job information that is
relevant to compensation. The record should save when you click OK.

An employee number will now be assigned to your new hire.
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The Job Requisition Closeout Process

Once you have completed the Recruitment Process, and have received the
acceptance of the offer for the applicant, complete the Job Requisition Close Out
Process.

Procedure

1. Review status of all records attached to the Job Requisition under
Use/Requisition Activity — Applicants page.
Note: Click “View All” in order to see all of the applicants tied to this
requisition. Default only displays 5.
-or-
Run the query REC_TRACKED_APPL_BY_REQ.

2. Update Applicant Activity pages as necessary. The Applicant Offer status
should be “accepted”.

3. Create the Close Job File — this is a hard copy file maintained by the divisions
and is required for all posted positions.

Include:
e Position Description — copy of the Job Posting

e Job Requisition/Hire Request — an LBNL_Report
e Selection Log — an LBNL_Report

4. Maintain Closed Job Files at Division for three (3) years. After three years
destroy.
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About the Selection Log:

SELECTION LOG is an LBNL Report that documents the disposition of all
applicants attached to a requisition.

Applicant Activity must be complete in order for the selection log report to run

successfully. The Selection Log should not be run until the hire or rehire actions
have been completed in HRIS.

e Prompts by requisition number.

e The selection log “comment” field is populated based on data from the
Applicant Activity pages. Standard LBNL comments are listed below.

Legend of Selection Log Comments:

When Offer status is “accepted” — then “Applicant was the best qualified for the
position.”

When there is only Interview data with no offer — then “The Laboratory selected the
best qualified candidate for the position: the applicant was not the best qualified
candidate.”

When only Routing data exists, there is no interview data — then “the Laboratory
interviewed only very well qualified applicants: applicant was not considered to be
very well qualified.”
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Reports and Queries

Overview

HRIS 8.3 runs both reports and queries to web based applications. The output may be printed or saved to the
user’s desktop according to the output selected at the time the report or query is run.

SQR and Crystal — There are two primary Report types, SQR and Crystal. Both report types ‘print’ the output
to Adobe Acrobat. Hardcopies can be reviewed and printed from there.

Queries — Always output to an html version of Excel. Users should use the .CSV format to save the query
output to their desktop. This file should be opened with Excel — the data will automatically parse the data into
the worksheet. Note: Data formats for numbers (including emplid), date, time, and dollar values will need to

be formatted. This version of query-excel does not impose standard formatting on the exported data fields.
Tips on formatting output in Excel are included in this section.

How to Run a Report

Run Control ID

When you want to run a report or process, you need to tell the system when and where you want it to print. For
most reports or processes, you also need to set parameters that determine the content of the report, such as the
business unit or time period on which to report.

A run control is a database record that provides values for these settings. Instead of entering the same values
each time you run a report, you create (and save) a run control with those settings. The next time you run the
report, you select the run control, and the system fills in the settings.

A run control is created in “Add” mode and is saved when either the save button is pressed or when the selected
report runs successfully. Once you create a run control ID you should always use the same one.

List of Recruitment Reports
e Salary Offer Worksheet (SQR)
e Requisition Status (SQR)
e Candidate Listing (SQR)
e Selection Log (SQR)

e Job Requisition/Hire Request (Crystal)
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How to Run an SQR Report

A S AT o e

— = e e
A W N = O

Select the Report you wish to run (update display mode)
Enter a Run Control ID

Enter Parameters or skip to step 4

Click the “Run” button

Select Server Name: PSUNX

Select Type: Web

Select Format: PDF

Click OK, the report will “process”

To view and print the report, Click the Process Monitor link

. Click the “Refresh” button until the Run Status is “Success”

. Click Details link

. Click View Log/Trace link

. Click the *.pdf file link (the name will consist of the file name and run instance #)

. View and print report from Acrobat .pdf file using the Acrobat print icon.

How to Run a Crystal Report

A S AT T o e

—_ = = =
:lkb)[\)»—lo

Select the Report you wish to run (update display mode)
Enter a Run Control ID

Enter Parameters or skip to step 4

Click the “Run” button

Select Server Name: PSNT

Select Type: Web

Select Format: PDF

Click OK, the report will “process”

To view and print the report, Click the Process Monitor link

. Click the “Refresh” button until the Run Status is “Success”
. Click Details link
. Click View Log/Trace link

. Click the *.pdf file link (the name will consist of the file name and run instance #)

View and print report from Acrobat .pdf file using the Acrobat print icon.
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How to Run a Public Query

Accessing the Query Manager

Roadmap

Home > PeopleTools > Query Manager > Use > Query Manager

How to Run an Existing Query without ‘opening the query’

9.

Search for the Query you wish to run

e Enter a partial query title and click the Search button

e Leave search criteria blank to view all available Queries
Click Search button to list available Queries

Click the Run link on the row for the title you wish to execute, a separate IE window will open to display
the prompts and results.

Enter Prompts if applicable and Click the View Results button. If the query has no prompts your query
results will be displayed.

Results will display in IE html page. Data can be viewed or downloaded to your desktop.

To download to Excel —Use the “CSV Text File" link. Do Not use the “Excel Spreadsheet” link.

o CSV Text File link creates a simple text file that is automatically opened in Excel and easily formatted
o Excel Spreadsheet link creates an excel file with very unfriendly formatting. Not recommended.

Save the CSV file to your desktop, rename if desired.

Double click the CSV file on your desktop and the file will open in Excel. Format the file as needed. See
Query Excel formatting tips listed a below.

To exit the query, Close the Query — Results IE window.

10. To run a new query, Activate the Query Manager IE window, it should still be open but minimized.

NOTE: A query must be “SAVED” before it will run. If you edit any
part of a query you must first save it before running.

Tips on formatting your Query Output

1)

2)

When you first open the CSV file, always format the spreadsheet and save.

a) Select all cells in the spreadsheet using the top left cell. Hot Key: Ctrl-A

b) AutoFit the column width — Format, Column, AutoFit Selection. Hot Key: Alt-O,C,A

c) Left Justify all columns — click the Align Left tool bar button

d) Change the .CSV format of the spreadsheet - Save your CSV file, edit the “Save as type” to be Excel
Workbook, Click OK.

Use Excel’s Format, Cells menu option to standardize field by column. Fields that we suggest formatting
are: Numbers (including emplid), Dates, and Time.
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RECRUITMENT-APPLICANT

Summary

In PeopleSoft, APPLICANT HIRE is the process of creating a record for a person for
the first time in the system. REHIRE is the action to reactivate an existing record
that already exists in the system.

1. The APPLICANT HIRE process automatically puts
you in ADD mode to create a new record.

2. In the APPLICANT HIRE process you can either let
the system assign a new unused employee ID
number or you can specify the employee ID number
to be use.

3. ALWAYS do a Historical Employee search by name
and partial name to determine if any other numbers
exist for the person.

4. Never HIRE an individual who already has an existing
record in the system. The correct action is to REHIRE
the individual. Rehires must be sent to the Payroll
Department for data entry.

5. If two Applicant numbers exist use the most recent
and send a message to HRIS@Ibl.gov that the
duplicate exists.

NOTE: Valid employee ID numbers for employees are 6-character numeric only.

e Any numbers starting with a “P” are old and invalid and must be converted
prior to any actions on the record.

¢ Multiple numbers for a person also constitutes an invalid number situation and
the records must be consolidated prior to any actions on the record.

¢ Review and correction of invalid employee numbers or multiple records for any
person are sent to HRIS@Ibl.gov
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